SUBJ: RESERVATI ONS FOR CRC AND/ OR Al RCRAFT TRANSPORTATI ON SUPPORT AND TRACKI NG OF
CONTRACTORS

1. PURPCSE. TO REI TERATE THE NEW CENTRAL REG STRATI ON AND SCHEDULI NG PROCESS | N
EFFECT FOR CONUS REPLACEMENT CENTER PROCESSI NG AND GOVERNMENT- PROVI DED Al R
TRANSPORTATI ON. | T ALSO OUTLI NES REQUI REMENT FOR PERSONNEL ACCOUNTABI LI TY THROUGH
THE CI VI LI AN TRACKI NG SYSTEM ( Cl VTRACKS), AND CHANGES TO CONTRACTOR DEPLOYMENT
PROCESSI NG PROCEDURES.

2. ALL HEADQUARTERS AND CONTRACTI NG AGENCI ES | SSUI NG LETTERS OF AUTHORI TY TO SEND
CONTRACTOR PERSONNEL THROUGH THE CRC MJST MAKE RESERVATI ONS THROUGH TOTAL ARMY
PERSONNEL COMMAND ( PERSCOM) AT LEAST 14 DAYS | N ADVANCE BY CALLI NG PERSCOM DCSOPS,
MOBI LI ZATI ON DI VI SI ON AT 1-800-582-5552, EXTENSI ON 1427.

3. FAI LURE TO COCRDI NATE AT LEAST 14 DAYS | N ADVANCE FOR CRC RESERVATI ONS OR Al R
TRAVEL, OR ARRI VI NG W THOUT PASSPORT AND VI SA, MAY RESULT I N I NDI VI DUALS BEI NG
RETURNED TO HOVE STATI OV PO NT OF ORIG N AT UNI T/ AGENCY EXPENSE OR SUFFERI NG
EXTENSI VE DELAYS | N DEPLOYMENT. VI SAS ARE REQUI RED FOR TRAVEL TO THE CENTCOM
THEATER UNTI L FURTHER NOTI CE.

4. WHEN SCHEDULI NG SUPPCRT THROUGH THI S RESERVATI ON SYSTEM BE PREPARED TO PROVI DE:
A.  STANDARD NAME LI NE | NFORVATI ON ( NAME, RANK, SOCI AL SECURI TY NUMBER) .
UNLESS OTHERW SE DENOTED ON CONTRACTOR LOA, CONTRACTOR PERSONNEL ARE | DENTI FI ED AS
“CONTRACTOR” W TH EI THER GS- 12E OR GS- 13E EQUI VALENCY DEPENDI NG ON WHETHER OR NOT
THEY ARE RESPONSI BLE FOR SUPERVI SI NG OR MANAG NG OTHER CONTRACTOR PERSONNEL. THERE

ARE NO OTHER RANK EQUI VALENCI ES FOR CONTRACTORS.

B. DESTI NATION: (E. G, DEPLOYMENT TO BOSNI A I N SUPPCRT CF SFOR).

C. GOVERNVENT PROVI DED Al R TRANSPORTATI ON NEEDED: ( YES/ NO) .

D. LATEST ARRI VAL DATE (LAD): THE LATEST DATE YOU CAN ARRI VE | N THEATER AND
STI LL ACCOWVPLI SH YOUR M SSI ON.

E. CONTRACTI NG AGENCY W TH POC AND TELEPHONE NUMBER.

F. THE AUTHORI TY FOR THE | NDI VI DUAL TO DEPLOY (E. G, LETTER OF AUTHCORI TY FROM
CONTRACTI NG OFFI CER) .

G A 24/ 7 CORPORATE PO NT OF CONTACT PHONE NUVMBER AND EMAI L ADDRESS.

5. FORT BLISS, TX. IS THE PRI MARY CRC SUPPCRTI NG THE CENTCOM AOR FOR CURRENT
OPERATI ONS. OVERFLOW W LL PROCESS AT THE SECONDARY CRC LOCATI ON FOR CENTCOM FORT
SILL, &K

6. FORT BENNI NG CRC W LL PROCESS PERSONNEL SUPPORTI NG OPERATI ONS | N THE BALKANS,
AND CJTF- 180.

7. CRCS WLL NOT | SSUE PERSONAL CLOTHI NG | TEMS (BDU, DCU, BOOTS, SOCKS, UNDERVEAR,
ETC.) W THOUT AN APPROVED DA WAl VER FOR SAME. THEY W LL | SSUE ONLY ORGANI ZATI ONAL
CLOTHI NG AND | NDI VI DUAL EQUI PMENT (OCI E) AND CHEM CAL DEFENSE EQUI PMENT ( CDE) .
CONTRACTI NG OFFI CER OR PROGRAM MANACER CAN REQUEST EXCEPTI ON THROUGH THE OFFI CE OF
THE DEPUTY CHI EF OF STAFF &4 (DALO PLS), 500 ARMY PENTAGON, WASHI NGTON, D.C. 20310-
0500, FAX (703)614-6013, FOR CONSI DERATION. POC IS MR RANDY KING (703) 614-2391,
DSN 224. OCI E AND CDE MJST BE SURRENDERED AT THE PLACE OF | SSUE WHEN THE CONTRACTOR
EMPLOYEE RETURNS FROM DEPLOYMENT.

8. CONTRACTORS REQUI RI NG GOVERNVENT- PROVI DED Al R TRANSPORTATI ON TO THE CENTCOM
THEATER OF OPERATI ONS MUST ALSO MAKE RESERVATI ONS THROUGH TOTAL ARMY PERSONNEL
COVMAND ( PERSCOM) .

9. ALL DEPLOYI NG DEPLOYED CONTRACTORS W LL BE ACCOUNTED FOR | N THE WEB- BASED, ARMY
Cl VI LI AN TRACKI NG SYSTEM ( Cl VTRACKS) ACCESSI BLE THROUGH THE | NTERNET ( UNCLASSI FI ED
M SSI ONS ONLY). I T IS | MPERATI VE THAT DATA BE ENTERED IN A TI MELY MANNER. THE DATA
W LL BE USED TO TRACK LOCATI ON OF CONTRACTOR PERSONNEL | N THEATER AND TO ASSI ST I N
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POSI TI VE | DENTI FI CATI ON OF CORRECT NEXT OF KI N SHOULD NOTI FI CATI ON BE REQUI RED DUE
TO SERI OUS | NJURY, DEATH OR | F THE CONTRACTOR EMPLOYEE BECOVES M SSI NG | N ACTI ON.
10. THE Cl VTRACKS WEB ADDRESS |S HTTPS://CPOL. ARMY. M L/ Cl VTRACKS. A USERI D AND
PASSWORD ARE REQUI RED FOR LOG- ON.  THESE, ALONG W TH BRI EF | NSTRUCTI ONS FOR

Cl VTRACKS, ARE POSTED TO THE COLLABORATI ON CENTER ON THE ARMY KNOW.EDGE ON- LI NE
(AKO) VEBSI TE.

11. FOLLOW THE STEPS BELOW TO SUBSCRI BE TO THE CI VI LI AN PERSONNEL COVMMUNI TY | N THE
AKO COLLABORATI ON CENTER AND OPEN THE APPROPRI ATE FILE. (IF YOU CANNOT OPEN THE
FILE | MVEDI ATELY, WAIT 24 HOURS FOR THE SYSTEM TO PROCESS YOUR SUBSCRI PTI ON, AND
THEN TRY AGAIN.)
LOG ON TO AKO
SIGN I N.
CLI CK ON THE COLLABORATE TAB.
CLI CK ON ARMY COMMUNI TI ES | N THE LEFT- HAND W NDOW
CLI CK ON PERSONNEL.
| F YOU HAVE NOT ALREADY SUBSCRI BED, YOU SHOULD SEE Cl VI LI AN PERSONNEL | N
THE UNSUBSCRI BED ARMY COMMUNI TI ES SECTI ON OF THE RI GHT- HAND W NDOW S| MPLY CHECK
I T AND CLI CK SUBSCRIBE ON THE TOOL BAR (THERE |'S ON-LINE HELP AVAI LABLE THERE AS
VELL. )

G CLICK ON THE Cl VTRACKS ACCESS_ FI LE.

TmoOw>

12. DATA SHOULD BE I NI TIALLY I NPUT TO Cl VTRACKS BEFCRE DEPARTI NG HOVE STATI ON AND
UPDATED EACH Tl ME THE DEPLOYED | NDI VI DUAL CHANGES DUTY LOCATION, E. G, UPON

ARRI VAL/ DEPARTURE FROM CRC;, UPON ARRI VAL AT THE SUPPCRTED UNI T/ ORGANI ZATI ON;

ASS|I GNVENT TO ANOTHER UNI T/ LOCATI ON, DEPARTURE FROM THE UNI' T OF ASSI GNMENT, ETC.

13. CONTRACTORS EMBEDDED W TH UNI TS I N A HABI TUAL RELATI ONSHI P, SUCH AS SYSTEMS

SUPPORT CONTRACTORS FOR UNITS, W LL CONDUCT READI NESS AND DEPLOYMENT PROCESSI NG AND
TRAVEL W TH THE SUPPORTED UNI TS.
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